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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

Q: 1: Short questions:
i. I. Define the term “Management”.
 The term management is defined as the process by one individual of getting a group of individuals to work together towards accomplishing a set of goal/goals or objectives within a certain frame of time, with limited resources. In other words, management refers to the process of using men, money, machines, material and processes through proper direction, coordination and integration of several activities so as to produce desired results and attain predetermined goals. Management consists of a series of activities classified into various functions like planning, organizing, staffing, directing, and controlling. The term "management" may also refer to the people who manage an organization. Objective and aim of these people is to achieve desired results for the growth and success of the organization.

II. List different levels of management.
Most of the organizations in this world have 3 levels of management depending on the degree of authority and responsibilities it holds. However, the three levels of management are Top-level Management, Middle-Level Management and Lower-Level Management. 
Top-Level Management consists of top managers such as executive vice president, president, managing director, chief operating officer, chief executive officer, or chairman of the board. Top management is responsible for making organization-wide decisions and establishing the plans and goals that affect the entire organization. 
Middle-Level Management consists of managers such as department head, project leader, plant manager, or division manager. This level of management manages the work of top-level managers and is particularly concerned with the activities of their respective departments. 
The lower-level management consists of foremen and supervisors who manage the work of non-managerial individuals who are directly involved with the production or creation of the organization's products. They ensure that the work is carried out properly and on time. 

III. Define the term “equity” as a principle of management.
According to Henri Fayol, “Good sense and experience are needed to ensure fairness to all employees, who should be treated as fairly as possible”. This principle or term is known as EQUITY and it states that managers should be kind and fair towards their employees. All employees should be treated alike and there should be no discrimination on the basis of sex, religion, caste, belief etc. All the employees should be treated equally & impartially.
For example, in a multinational corporation, people of various nations work together in an environment which is free from any kind of discrimination. Equal opportunities for growth and development are available to each employee.
Employees seek to become loyal and devoted if such treatment is given. Subordinates performing similar jobs, like two clerks, should be paid the same wage rate. Similarly, if two employees are latecomers, same treatment should be given to both defaulters. However, Equity does not mean that in an organization equal salary should be fixed for all types of works, instead it obviously has to be based on work profile.
The positive effects of EQUITY are as follows:
(i) Satisfaction of employees leads to boosting up of their morale.
(ii) Development of cordial and harmonious relations among superiors and subordinates.
(iii) Motivation for the workers in performing their duties by maintaining a proper mix of fairness, justice and kindness.


IV. State the various functions of management.
Below are the five functions of management which are still seen as relevant to organizations today.
 1. Planning
Planning is looking ahead in the future. It is the process of thinking about and organizing the activities required to achieve a desired goal. It involves the creation and maintenance of a plan, such as psychological aspects that require conceptual skills. Planning also involves knowledge of the company’s resources and the future objectives of the business.
2. Organizing
Organizing is a systematic process of structuring, integrating, coordinating task goals, and activities to resources in order to attain objectives. Organizing is an important function of the five functions of management.
3. Commanding
When given orders and clear working instructions, employees will know exactly what is required of them. Return from all employees will be optimized if they are given concrete instructions with respect to the activities that must be carried out by them. 
4. Coordinating
The coordinating function of leadership controls all the organizing, planning and staffing activities of the company and ensures all activities function together for the good of the organization. Coordinating involves communication, supervision and direction by management.
5. Controlling
The controlling function of management is useful for ensuring all other functions of the organization are in place and are operating successfully. Controlling involves establishing performance standards and monitoring the output of employees to ensure each employee’s performance meets those standards. The controlling process often leads to the identification of situations and problems that need to be addressed by creating new performance standards. 


V) Match the expression given in column 1 with These given in column 2
a) Management as a discipline
iii) developed and grown through practice and Research

b) Management as a process
iv) series of inter-related activities

c) Management as a group 
i) team of managers

d) Management as a profession
ii) code of conduct for professionals

 
i. The following table contains the function, position and different levels of management. 
Pick one from each column and make a meaningful combination.

	Levels of Management
	Position
	Functions

	
(A) Top 

	b) Board of directors and chief executives
	iii) Defining the objectives and formulating the policies

	
(B) Middle 

	a) Departmental Heads and 
Managers 

	(i) Identifying the departmental objectives and guiding lower level towards achievement of those objectives


	
(C) Lower 

	c) Supervisors and Foreman 
	ii) Carrying out the operations and their supervision






Q.2. “Planning is looking forward; whereas controlling is looking back”. Explain the statement.
Planning is Looking Ahead is true because it contributes heavily to success and gives us some control over the future. By, planning we set aside our tasks and deadlines so we can enlarge our mental focus and seeing the bigger picture. By, planning we can set our Personal or organizational goals and for this we have to look ahead. 
But, Planning is not ending with such strategies or guidelines. It has relation with Implementation and controls. Because plans are not always proceed as conceived. The control process measures progress towards goal attainment and indicate corrective action if too much deviation is detected. 
Controlling investigates whether planning was successful. 
Controlling referred to as terminal management function, takes place after the other functions have been completed. And for this process we have to look back and have to analyze the performance of our planning, organizing and leading. And therefore we have to look back also. So, yes we can say Control is looking back for Investigation, Analysis, and Understandings and for checking our effectiveness and efficiency.
Planning and controlling are inseparable twins of management. A system of control presupposes the existence of certain standards. These standards of performance which serve as the basis of controlling are provided by planning. Once a plan becomes operational, controlling is necessary to monitor the progress, measure it, discover deviations and initiate corrective measures to ensure that events conform to plans. Planning without controlling is meaningless. Similarly, controlling is blind without planning. If the standards are not set in advance, managers have nothing to control. When there is no plan, there is no basis of controlling. Planning is clearly a prerequisite for controlling. It is utterly foolish to think that controlling could be accomplished without planning. Without planning there is no predetermined understanding of the desired performance
RELATIONSHIP BETWEEN PLANNING AND CONTROLLING:
The relationship between planning and control can be divided into the following two parts:
(1) Interdependence between Planning and Controlling
(2) Difference between Planning and Controlling.

1. Interdependence between Planning and Controlling
There is a deep relationship between the controlling and planning functions of management. Showing the importance of their relationship, it is generally said that planning is meaningless without controlling and controlling is blind without planning. Both the aspects of the interdependence of planning and control have been detailed below:
(i) Planning is Meaningless without Controlling:
In the first part of interdependence between planning and controlling it has been said that planning can be successful only in the presence of controlling. It means that if the control is not present it is useless to have planning.
If the process of controlling is taken away from management, no person working in the enterprise will take it seriously to work according to the plans and consequently, the plans will fail.
(ii) Controlling is blind without Planning:
Under the system of controlling actual work performance is compared with the standards. Hence, if the standards are not determined there is no justification left for control, and the standards are determined under planning. It is, therefore, said that control is blind without planning or it is without any base.

2. Difference between Planning and Controlling
It is correct that planning and controlling are incomplete and ineffective without each other and hence, dependent on each other. But it does not mean that both are not independent. The following points are helpful to clarify their independent character:
(i) Planning is Looking Ahead whereas Controlling is Looking Back:
Plans are always formulated for future and determine the future course of action for the achievement of objectives laid down.
On the contrary, controlling is looking back because under it a manager tries to find out, after the work is completed, whether it has been done according to the standards or not. It is thus clear that planning looks ahead and controlling looks backward or in the past.
(ii) Planning is the First Function and Controlling is the Last Function of Managerial Process:
The managerial process moves in a definite sequence like planning, organizing, staffing, directing and controlling. This sequence shows that planning is the first step in the managerial process and controlling happens to be the last step.


Case Study
1. What is meant by the hierarchy of management?
Hierarchy is a system in which members of an organization or society are ranked according to relative status or authority. Hierarchy of management means dividing the authority and responsibility among the various managerial positions or levels. Although all managers perform the same functions of planning, organizing, commanding, coordinating and controlling, there are hierarchies or levels of management among them which defines their roles, responsibilities and authorities. It is useful to categorize managers as to their managerial hierarchy and then distinguish between their functions and authorities. Within most organizations, there are 3 hierarchy of management; Top-Level, Mid-Level and Low-Level. 

2. How does William Davis know about any problem on the factory floor?
Any issue or problem on the factory floor is reported directly by Irene Rogers to his manager or department head which is discussed with William Davis, the Chairman.

3. Who determines the objectives for the business?
Obviously, William Davis, the Chairman of Vision Tech along with the board of directors, determines the strategies and objectives for the business.

4. Who will ensure that the work is carried out properly and on time?
It is the duty of the floor in charge to ensure that the operations are carried out properly and on time. However, the Manager may monitor the instructions given to the floor in charge or supervisor in order to make sure the objectives are achieved.
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